








facilitation, administrative, and background and follow up materials development support
for a series of regional training workshops (2-3) on EE/RE opportunities for low-income
communities. The series shall be designed around a standard format and agenda that can
be tailored to meet the specific needs and interests of different communities so that
workshops can be held in multiple EPA Regions. Work on these standard elements of the
series and planning for the first workshop in the series was initiated under WA 1-11.
Under this new work assignment, the Contractor shall complete the work started under
WA 1-11 (including the first workshop) and then support 1-2 additional workshops.

As part of the planning activities, the Contractor shall continue to work with SLB and
relevant EPA regional staff to help refine the target audience/participants, scope,
objectives, and desired outcomes of the workshop series. The Contractor shall then use
these decisions to update and finalize the draft concept paper (3-5 pages), which SLB will
use for outreach on the workshop series to other EPA staff and external stakeholders.
Additional planning support shall include: creating and tailoring the agenda for each
workshop location; developing workshop invitations, relevant background materials,

- handouts, and marketing materials; identifying, scheduling, and prepping expert
speakers/trainers; managing participant registration; coordinating with the meeting
location and facilities; organizing side events, such as participant site visits or group
dinners; and other related workshop logistics as determined by the COR.

The Contractor shall also provide on-site facilitation for each workshop. Facilitation
activities shall include: coordinating room and A/V set up with meeting facilities;
managing participant check in; transitioning between sessions and expert
speakers/trainers; leading group discussions and activities; identifying themes and gaps in
discussions; summarizing key points; balancing attendee participation in discussions;
note taking/record-keeping; and other workshop implementation activities as determined
by the COR.

The Contractor shall also provide post-meeting follow-up support. Follow-up activities
shall, at a minimum, include drafting and finalizing workshop summary reports.
Additional follow-up activities may include: analyses of particular needs and issues
identified during the workshop discussions, the creation of outreach materials based on
workshop outcomes and lessons learned, and/or the development of recommendations for
next steps by EPA. The Contractor shall provide all final products in electronic format.

Deliverables and schedule under Task 1
Specific deadlines for deliverables will be on a case by case basis set by the COR.

1a. Final concept paper on workshop series.

1b. Draft and final agenda for each workshop.

1¢. Draft and final participant materials/handouts for each workshop.

1d. On-site facilitation for 2-3 workshops.

1e. Draft and final summary reports for each workshop.

"1f. Additional Draft and final follow up products, as requested by the COR.





